These letter size files are arranged alphabetically
by name. They contain all related information on
each defendant contacted by this agency, including
all interviews, bail requirements, release order,
supervision summary, tracking sheets,
correspondence, relapse and any other action taken
by the agency for each defendant. Files are closed
after a disposition is obtained from the court. If
client is incarcerated, file becomes part of item
#12, Classification and Counseling Records. 1If he
is released by the court, file is closed.
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}. DEPARTMENT /AGENCY

2. DIVISION 3. UNIT

Sheriif's Office Jail Division Pre-Trail Services

DEFINITION-RECORD SﬂUES—‘\GNmE’OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSTITION PURPOSES.
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6. RECORD SERIES bISCRIPFION _(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Pre-Trial Services Case File

The Ppe-Trial Services Case Files contain all the necessary court related forms to
document all actions, contact with and progress of defendants while fulfilling
court ordered bail requirements shen released to Pre-Trail Services. Files

may contain but are not limited to the following: Interviéw folder or sheets,
release order, Supervision summary, tracking cover sheet,

interview verification sheet,
correspondence and relapse of information form.
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Michael T. Buttner

Pre-Trial Services Supervisor 337-6700 Ext. 70 May 8, 1931
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